
NIHBPSS II Task Order Procedure

Contractor Personnel
NIHBPSS II 

CO & COR
Task Order CO & COR

Task Order COR 
develops TORP

Task Order CO 
reviews the 
TORP and 

emails it to the 
NIHBPSS II 
CO and COR 

TORP Assign a TORP 
number

Review the 
TORP

Does the TORP 
fulfill all the 

requirements?
No

Revise TORP per 
NIHBPSS II CO 

and COR’s 
feedback

Yes

Release the 
TORP

TORP

Review TORP 
and submit 
questions 

copying the 
NIHBPSS II 

email

TORP

Questions
Answer 

contractors’ 
questions

Task Order CO 
reviews and 
emails the 
Q&A to the 
NIHBPSS II 
CO and COR 

Review Q&A

Does the Q&A 
pass review?

No

Revise Q&A per 
NIHBPSS II CO 

and COR 
feedback

Q&A

Q&ARelease Q&A 
to contractors

Yes

1

2
3

4

5

6

7
8

9 Continued on 
next page

Q&A



NIHBPSS II Task Order Procedure

Task Order CO & COR
NIHBPSS II 

CO & COR
Contractor Personnel

Email proposal 
copying the 
NIHBPSS II 

email

Will the 
contractor 

respond to the 
TORP?

Yes

Submit “No 
Response” 
statement

No

Evaluate 
proposals, 

complete SRD, 
email  SRD to 
NIHBPSS II 
CO and COR

Review SRD

Approved SRD 
(signed by 
Task Order 

CO)

Does the 
NIHBPSS II team 
concur with the 

SRD?

SRD
Revise SRD per 
NIHBPSS II CO 

and COR’s 
feedback

No

Task Order CO 
processes the 

task order 
award and 

emails it to the 
NIHBPSS II 
CO and COR

Signed Task 
Order Award

Yes

Email award 
letter and 

award 
document to 

selected 
contractor

Signed Award 
Letter/

 Signed Task 
Order Award

Implement 
task order 

Statement of 
Completion

and
Final Invoice

Send 
Statement of 
Completion 

and Final 
Invoice to Task 

Order CO

Task Order 
COR 

completes task 
order 

performance 
survey

Close out 
Task Order

When Task Order 
Period of Performance

Ends

Continued 
from previous 

page

Proposal

10
11

12 13
14

15


	NIHBPSS II Task Order Procedure Flowchart_9.24.18_No eGOS.vsdx
	Page-1
	Page-2


